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OFFICE OF GENERAL SERVICES

REPORT OF OPERATIONS

Chief, General Services
Chief, Records Management & Distribution Branch

Weekly Report of Operations for the period ending

23 July 1953
Personnel ' On Duty Vacancies In Process
Office of Chief 0 1l
Rcds. Mgt. Section 1 9
Rcds. Center Section l 0
Mail Control Section 0 2;
2 L

1. No. on leave three days or more:

Records Mgt. Section- 4

Mail Control Section- 9‘

Records Center Sec.- 1
2. No. -on special detail out of office 1 .. How long?

Records Mgt. Section-
Records Center Section- 0
Mail Control Section-

3. Where: One man in Transportation Division as full time cowrler,

4. No. pending resignation, transfer and/or reassigmment:
Records Management Section-
Records Center -
Mail Control ' - 15

5. Specific cases on item 4 not in previous reports.

6. New applicants interviewed 1 . Recruited by Personnel
Recruited by this office____*_ .
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AMministration and Problemss

Je_Mansges )ction « A recards inventory has been completed

in the Macht eoords raneh and imformal concurronces with the

initial draft of a recor's control schedule are being obtained from

the various offices primarily céncerned,

The swrvey in Finmcs is sulil in progress, [ ] Chlef, Pimence 25X1
Div oion, puggested that the Area Reoords Dificer survey the records

ot tie Certification and Liaison Besnch by herself becsuse of thelr

sensitlive mature,

\

A mocting was held vAth[ Jof the O7fice of Imepeciion and
Seeurity, who introduced | newly appointod Area Records 25X1

rficer for that office, The meope Of the rccords manasmment program
was explained to | land 4t was agreed to suoply him with all

avallable reference malterial, | | indiested that he would not 25X1
be able to actively undertake the records managcoment program until
a~roxizately the last week in August at the tims of his expected
replacement, It wvas agreed that as soon as he was available for his
ey duties, we would meet again with him and help him ocutlipe the

stess to be taken in a reeords management program for the Office of
Ingpectiion and Secwrity,

ecords C Segtion = | of OCD met with 25X1
[to discuss the feasibility of direet
supnicmental distribution of information roporis for certain Alr

Ferce roquirements., It was agreed that this was practlcal as far

as our operations were concerncd and would be undertcken upon receipt

of a written request from the Office of Colleetion and Dissemination,

which gh.omld include the resiriciioms that should be impoged,

(Sec next page for additional Reecords Center astivity).

Mall Conigol Section = | 25x1
of Ot to discuss 8 complaint regarding a delay in the delivery of

ONE's in time for a scheduled meeting, | stated that the 25X1
courier service had been very fine and this was the first complaint

she had had to make for same time, but she felt it necessary because

of ihe mmerous calls she had re mived {rom rather high sources, It

was pointed out to |that the material in question,

glthough marked "expedite", had simply been handed to a couwrler who

a8 miking & routine schedulcd s’on and no mention was made of the

time required for delivery, ihis was the first time tlatl the Ofllce

of Naticnal Dstimates has not called for special service in such 24

case, Aciually, the raterial was delivered to all addressees both in

tovn and in the Pentagon in less than two hours, It was agreed that,

in ihe future, specisl service would be requested snd the deadline for
delivery would be indicated or tie envelone to assurs timely dellivery,

received 2 personal letter frou CPC-2? 25X1
meszengery. in Miich heirgiyested that he be given Iav consider-

ation regarding the possibility of promotion,
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- APYENDIX B ending 23 July 1953

. Average ek
This cek :
1, erof ,
Tunces Plmed - Rotary Caneve - 18,697
Flatebed Camers - 9,735
2, Records Centor - (all figures in cublc feet)
Regorcs roceived for processing
and atorage 107 ;: e
Reference to rocolds material 53 A
Recorls materinl dogtroyed - -
3. Suprlemental Distribution Center
a, Nev material for stock:
Information Reparts _ 713 %
Intelligence Reports 3
b, Supplemental Distribution:
Inforuation Reports 289 ﬁ
Intelligence Reports 90 o
Notices 12 24
Regulations 26
Othey 0 9
¢, Initial Distribution 3
Noticea 3 1.7
Negulations 4 .
Other l o5
4y Mail Activities
. Post 077ice Mail
* Plnemtng 5,472 5,064,
Outgoing 6,745 6,537
b, Postage expended $850.37 $800,12
¢, Scheduled courier trips 2 240
d, 8recisl camrier trips 61 55.3
" - mail by owrier
e, Interwagency by | 1,288 956
] Outgoing \ 090 1,713
£, Persommel actionim
Reerultments o -
R Separetions 1 -
. TUse of Motor Mgl Vehicles:
8 rwadlable; ;m; wodow ‘ A -
Availabie tut delayed 0 -
Yot available . 1l -

‘ e AT .
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